To Access your documents go to the Start Button on the lower left corner
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Your Start Button is GREEN in the lower left bottom




A menu will pop up that looks like this. Your might look different.
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Select “My Documents” from the right hand column.
This will open your “My Documents “ Folder. This is
where you should save all your documents such as




This is My Documents.
Inside of My Documents
you will find Folders and

These are Folders. They are
yellow and look like file
folders. This one is named:

Files.
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This is a Word file.
Named TMLDA 09
Slate

IMPORTANT NOTE: Files should be
placed in FOLDERS!




